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SUBIECY : Reeords Mansgement Services in the Abasnce
of the kecords Dificer

| i. Heview hy & Kecords Officer is required on all records re-

| tired to or recalied from the Records Center. During the absence of

| the Office of Security Records Cfficer, ARy rautine or emer gency re-

5 Guests concerning Office of Becurity records o or from the Center may

’ be referred to the CIA Records Administration Officer | |
25X1 | I | Room: 604, 1016 - 16th Street, M. W, ). SRL and IHD
| have been grasted apecial suthority te deal directly with the Chief,
Records Center, on their record recsil needs.

£. Agency Reguilations require review and concurrence by the
Pecardes Officer on all requests for equipment used to create or store
records. Luring the absence of the Office of Fecurity Records Officer,
| any such requisition of a priarity natere may be {orwarded to the CIA
! Records Administration Dfficer for action.

3. Agency Regulations and procedures require assistance and

review by the Fecords Officer on the raproduction of all preposed forms,

| The Agency Printing Shop will not reproduce any forms withou! the Rp=

i provil of & Records Officer. Iuring the absence of the Cffice of Security
25X1 #ecords Officer, | ﬂia suthorised to approve fer the

! Fecards Officer reprints of existing formas;: however, new forma or re~
: vised forms must be reviewsd anc approved by the Forms Mansgenent
“taff in the office of the CIA Records Adwministration. Officer.

4. The following specialiste aseist| |ant are very
farsilinr with the Olfice of Security records mansgerient needs. They
are avallable for consultation:
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